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AFSA IffiMQRAflDUM SO. 110*9 

SUBJECT: Reports based on Mechanised. AFSA Civilian Personnel Service Records* 



Reference; AFSA Memo Ho. 110-3/1 dtd* 26 April 1951 and UO-3/l (Appendix l) 
dtd. 29 Oct dber 1951, subject: Procedures for AFSA Reports 
Control Program* 



1. Bre following data have been extracted from the service records of AFSA 
civilian employees and placed on IBM cards; 



a* Kaa» of employee 

b. Date of birth (month and year) 

e* Service computation date (month, day and year) based on total years 
of service (civilian and military) 

d« She lest personnel action taken and effective date, for example: 
Excepted Appointment (Permanent), (Tempo mry), (Reemployment after 
Military Service), (Ho break in service); Prcsaotion, Reassignment, 
Periodic Step Increase (Classification Act), Administrative Pay 
Increase (WB); Change in Designation; Resignation, or Separation 
for Military Service; Termination; Retirement (Age), (Disability), 
(Optional). 

a* Position 



(1) Service ; (General Schedule) (GB), Crafts, Protective, Custodial 
(85677 Wage Board (WB) . 

(2) 8erlea Code : Includes Jobe which require closely related kinds 
of 'skills end abilities; for exazsple, secretarial series 318. 

(3) Title Code ; Includes titles within a specific series; for 
example, within Series 318 will be found; 



3 18 -01 Secretary 
3l£-02 Secretary 
318-03 Secretary 



t Typlng) 

.Stenography) 

(until) 



(k) Grade 



(5) Step 



f o Organisation 

(1) Official Assignment (to section level) 

(2) Temporary Assignment (to branch level) 
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SUBJECT: Reports beaed on Mechanised MSA Civilian Personnel Service Records. 



(5) Physical Location (ABB or HavSecSta) 
a* Sex 
h. Race 

1 . Marital statu# 

jo Veteran's preference {5 or 10 point) 

k. Fiscal project 

l. Per fonaanes rating due by month \ 

\ 

m. Automatic pay increase due, by month and year 

2. The preparation of reports from IBM records should reduce the nein- 
tanance of detailed records sad the collection of statistical reports by manual 
methods; for exaaplet 

a. Reports such as the following any be prepared tram the data in paragraph 
1: 

(1) Assigned personnel in sequence by section, branch, division or 
office, or any combination thereof . 

(2) Assigned personnel in sequence by service and series. 

(3) Assigned personnel in sequence by service, grade, and step 
within any desired organisational element. 

(A) Personnel located in the school, by organisation to which 
assigned. 

(5) Separations « any time period after y> June 1951 • 

b. The following recurring reports are automatically prepared for MBA 
153: 

(1) Monthly - Total nuaber of civilian eoployees by section and 
3 raSaT 

(2) Quarterly - 'Total by grade only. 

( 3 } Annually as of 30 June - Total by grads and step. Total by 
iS3es L , grfiSs 'ami ' step. 
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SUBJECT: Reports baaed an Mechanised AFSA Civilian Personnel Service Rscoyda. 



3» Requests for reporta will bo submitted by Offices ana Staff Divisions 
in accordance with the reference. 

4. provisions applicable to mechanised records of ASA civilian personnel 
will be published in a separate msaontndua. 

FOB mt DIRECTOR: 




Adjutant General 
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